
  
  
  
  

  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  

  

  

Welcome   to   the   Vaccine   Management   Por tal!   
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––   Purpose   ––   

Purpose   
The   purpose   of   this   User   Guide   is   to   provide   detailed   information   of   the   resources   
available   on   the   Clinic   Portal,   and   how   to   carry   out   the   tasks   and   responsibilities   of   
the   Clinician   role.   The   Clinic   Portal   will   be   used   by   the   Clinician   to   administer   
vaccines   and   maintain   the   vaccine   data.   

  
  
  
  
  

––   Role   Overview   ––   
Role   Overview   
The   role   of   the   Clinician   is   to   review   the   patient’s   personal   information,   screening   
questions,   immunization   history,   review   recommended   vaccines   and   administer   the   
selected   vaccine.   Upon   administering   the   vaccine,   the   Clinician   is   responsible   for   
recording   all   of   the   required   vaccine   data.   

  
  
  
  

––   Clinic   Portal   Features   ––   
  

  
● Register   New   Users   

● Start   Appointments   

● Review   and   Verify   Patient   Personal   Information   

● Review   Immunization   History   

● Review   Recommended   Vaccines   

● Administer   Vaccines   and   Record   Patient   Data   
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––   Accessing   the   Clinic   Portal   as   a   Clinician   ––   
  thea   Clinician   

1. Log   into   the   Clinic   Portal   using   the   Clinician   credentials   sent   to   your  
registered   email   address.   

  

  
  

Once   you   are   signed   in,   the   Appointments   Screen   will   display,   which   is   the   
default   view   for   a   Clinician.   This   page   displays   a   Dashboard   list   view   of   all   
created   appointments.     
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2. To   view   the   list   of   events   that   you   are   assigned   to   as   a   Clinician,   click   the   
Select   Event    dropdown   box   and   select   the   event   you   wish   to   review.   
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3. To   filter   within   a   list   click   the    Filter   Options    field   and   enter   your   search   
criteria.   

  

  

4. The   dashboard   with   the   patient   appointment   list   will   display.   Click   the    Select   
Type    dropdown   box   to   view   appointments   based   on   status:   

  
● Not   checked   in   
● Checked   in   
● Done   
● No   show   
● Cancelled   
● Rescheduled     

  
Once   the   appointment    Type    is   selected,   a   list   will   display   that   includes   only   
that   appointment   type.   

  
Note:    After   selecting   the    Event    and   the    Type    filter,   you   can   click   on   any   
column   title   to   sort   the   data   in   that   column.   
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––   Starting   Appointments   ––   
Starting   Appointments   

To   begin   the   process   of   starting   an   appointment,   click   the    Select   type   
dropdown   and   select   Checked   In.   A   list   of   Checked-In   patients   will   display   
with   their   Appointment   ID,   Date,   Time,   First   Name,   Last   Name,   Date   of   Birth,   
Phone,   and   Type   (of   scheduled   appointment   -   online   or   walk-in).  

  
1. As   the   Clinician,   when   you   are   with   the   patient   and   ready   to   administer   the   

vaccine,   click   on     Start .   
  

  
    

  
2. The   patient’s   personal   information   will   be   displayed   on   the   screen.   Review   

and   verify   the   patient’s   personal   and   contact   information   with   them.   Click   
Next    when   finished.     

  
You   can    Edit    any   of   the   fields   by   typing   into   the   fields.   The   edits   will   save   
when   you   click   Next.   
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3. Review   and   verify   the   patient’s   screening   questions.   If   eligibility   to   receive   
the   vaccine   is   confirmed,   then   click    Next    to   proceed.   If   the   patient   is   not   
eligible   to   proceed,   click   the    Cancel    button   in   the   upper   right   corner   of   the   
screen.   

  
  

eview   Immunization   Hist  
4. Review   the   patient’s   Immunization   History   populated   from   Arizona   State   

Immunization   Information   System(ASIIS)   to   ensure   he/she   is   eligible   to   
receive   the   vaccination   today   (i.e.   has   waited   the   duration   between   doses,   
has   not   already   received   2   doses,   etc.).     

  
Click    Next    to   proceed.   If   the   patient   is   not   eligible   to   proceed,   click   the   
Cancel    button   in   the   upper   right   corner   of   the   screen.   
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––   Administer   Vaccine   and   Record   Data   ––   
Administer   Vaccine   and   Record   Data   

1. On   the   Vaccination   information   screen   that   displays,   select   the   Vaccine   Name   
from   the   dropdown   box.   Once   the   Vaccine   Name   is   selected,   other   
maintained   fields   will   auto-populate   (Lot   Number,   Manufacturer,   Dosage,   
Date   of   Expiry).     

  
All   of   the   fields   on   the   screen   are   required   and   must   be   completed.   Once   you   
are   done   entering   or   selecting   data   for   the   remaining   fields,   click     Completed .   

  

  
  

Note :   Patients   have   the   option   to   select   more   than   one   vaccine   when   
scheduling   an   appointment.   To   view   additional   vaccine   groups   selected   by   
the   patient,   click   the   arrow   to   the   right   side   of   the   vaccine   group   to   close   the   
open   group.   All   the   vaccine   groups   selected   by   the   patient   now   display.     
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To   cancel   administration   of   any   vaccine,   select   the   vaccine   so   that   it   displays   
in   the   field,   click   the    Cancel    button   (under   the   screen   title)   and   slide   it   to   the   
right.   

  

  
  
  

2. The   Dashboard   will   now   display.   Click   the    Select   type    dropdown   box   and   
choose    Done    to   retrieve   the   completed   patient   records.   Confirm   the   patient   
displays   on   the   page.   

  

  
  
  

All   vaccine   administrations   are   automatically   reported   to   ASIIS   electronically.   

This   concludes   the   instructions   for   the   Clinician   to   administer   vaccines   and   
maintain   vaccine   data.   

Please   contact   your   Site   Administrator   or   Organization   Unit   (OU)   
Administrator   if   you   have   any   questions   or   need   assistance   with   this   portal.   
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